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AfPLlCATION FOR RECORDS RETENTION SCHEDULE 

July 12, 1976 
d i c n i o n  Numbsr 

DHR-48 

OFFICE OF THE SECRETARY OP STATE I DEPARTMENT O f  ARCHIVES AND HISTOR' 

'7C-Z91 Division of Mental Health and Mental 

47 Trinity Avenue, S. W. 
Retardation - Room 534-H Data Rscatved Dam Complewd 

I RECORDS MANAGEMENT DIVISION 

Atlanta. Georrda 30334 JUL 1 2  1976 IAUG 2 6 1976 

D m s  of Series 
iarliest Latest 

1960 I t o  date 

5. Records Series T i  lfollowed by tide used in office: if different] 

PATIENT MEDICAL CASE HISTORY RECORD FILES 

File isarranged: by terminal digit of patient's Social Security number; 
last name of patient. 

or alphabetically by 

I. Monthly Reference Rats How often are records referred to which are: (State-wide) 
65 One to six months aid 125 ; +VeQ f twelve months old lo7 ; fhirteen to twenty-four months old 

twentv-five months and older P - 
I. Annuel R a n d  Accu la nof Reeordi (State-wide) 16'. 25 ; Other /sperify~ Lctter-size d r a w s  !?j - j!? : Lsqal-ize drawers ; Shelves 
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1. R m h  Rpuiremenn . ~~ ~ . l?s followingr~uires the series to be kept: 
, j .  .~ - 

- '  e. SatiLaw y- d. Audit period years. 

L W e r a i  Isw-' years. f. Federal retention instructions years. 
I b Statute of limitation I .~ years. e. Administrative need .- 35 war* 

Amch mpy or e x e r t  of laws or ragulations. Explain administrative need. - 1 ' , .. 

see attiched le t ter  from Director of Hospital Services 
. . . . . . . . .  _ ' .  
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. . . .  !2 m v r d  L -  Ohport* Inmu@.onI This agency recommends - that the fileseries , > - .  be cut off ... at~the end of arch: ,.  .._ ~ 

0 Hold in the current files ma mOndl(s1 - - yeads): then . - . .  

0. Truuferto State Reffirds Clnter; hold ~ ~~ -ycar(r); then ~ . ' 1 - .- t -  - 
n Destroy. s . ,  

a Other 7S13ecifvJ 

. .~ - 
0 Calendar Year: 0 Fi&l Year; a Other then. 
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:- 0 Transfer to &I holding area; hold ycar(s1:then ~ ' : 

- - ~  ~ - . . . .  . .  .. 
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Trmd-er to State Archives to; permanent retention. 
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Beginning Janilary 1. 1976. and bsch five year8 thereafter. begin nev five-year divi.im of records; 

t o  local holding .re.. hold f i v e  Tears. or until determlnatioa i m  m d e  by the  Institution punlity Control bard/ Wfdic.1 
RecordsIUtilizatlon R W I N  Cornittee that the record may be transferred; 

tranafer prfcediq 

transfer t o  the State Records ~ c n t e r .  hold 25 

~ 

-. -. chart. to Institution Hedlral Records Unit for final qvantitatiue review for completeness; hold five year.: transfer 

. -I -..> - year.: then destroy by shredding. 
: \. . .  

Inactive Record. 
When individual dies or b e c o a r  ineligible for tervicts in Georgia, embine a11 records. including the patient's edic.l 
records and Conmmity Rescurqc Unit record- and place in the inactive file; 
calendmr year; 

- 
- -  Records Center. hold 28 years; then destroy by shredding. 

I cut off inactive f i l e  at the end of each 
hold in current files area 2 years; 

Consuonlty Resmrces L b i t  Records (long-term follov-up sunwry informtion) 

transfer to local holdiw area. hold 5 years; transfer t o  the s t a t e  .~.~... . . 
-~ . . .  . ~ .  

~. 1 

- , 

4 -- 
Review periodically. Upon determination that record is no longer active. (that pitient has died or is no linger eligible 
for services). place a11 papert in the inactive file. 
current- files area 10 yeas; transfer.to St.t~e_Records~Ccnter. hold 25 years; 

hrt off innctive file a t  the end of tach calendar year; hold in ' 
then destroy by sh_redding. 

Thea3isuuiFions apply to all prior and future accumulations of the3efier. ~ 

7 6  -29/ 
leaDrnmendatiom in para- 
nph 12 am approved. 
If dimppmved, am& letmr 
f explanation.) 
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' Records Retention Schedule 

! 

GEORGSA DEPARTMENT OF HUMAN RESOURCES 
DIVISION OF W A L  HEALTH AND M?NTAL RETARDATION 

Hospi ta ls / Ins  t i  tu t ions  
P a t i e n t  Records - Medical Charts 

Appl: 
No. Description Disposi t ion 

* 76-223 PATIENT MEDICAL RECORD Remove loca tor  card upon t r ans -  

* 76-291 

I 

LOCATOR FILES - Documents 
relating t o  recording the  S t a t e  Records Center; then 
locat ion of the pa t i en t  destroy. 
medical record when t h a t  
record i s  removed from the  APPROVED: 7/6/76 
Medical Records Section by 
i n s t i t u t i o n  s t a f f .  In- 
cluded i s  Chart Locator Card 
(Mi 501), showing name of 
pa t i en t ,  s t a f f  member re- 
questing record and s imi la r  
and r e l a t e d  information. 
The f i l e  i s  arranged usual ly  
a lphabet ica l ly  by soundex 
code. 

fer of Medical Record t o  t h e  

PATIENT MEDICAL CASE HISTORY 
RECORD FILES - Documents re- 
l a t i n g  t o  requests  f o r  a l l  
services and t h e  t r e a t i n g  of 
persons i n  State-financed 
i n s t i t u t i o n s .  Included, but  
not  l imited to,  are: appl i -  
cation f o r  services;  admis- 
sion summary; treatment 
agreement; authorizat ion 
f o r  re lease  of information; 
physical  examination re- 
po r t ;  physicians '  orders ;  
nursing care  notes;  pathology 
repor t s ;  autopsy and micro- 
scopic autopsy repor t ;  c e r t i -  
f icate of death; and admin- 
i s t r a t i v e / l e g a l  correspondence. 
The f i l e  i s  arranged by terminal 
d i g i t  of p a t i e n t ' s  Social  Securi ty  
number; o r  a lphabet ical ly  by l a s t  
name of pa t ien t .  

Cut o f f  t h e  f i l e  a s  follows: 

Active Records 
Beginning January 1, 1976, and 
each five years  t h e r e a f t e r ,  
begin 8 new five-year d i v i s i o n  
of records;  t r a n s f e r  preceding 
cha r t s  to  I n s t i t u t i o n  Medical 
Records Unit f o r  f i n a l  q u a l t i -  

hold f i v e  years ;  t r a n s f e r  t o  
l o c a l  holding area,  hold f i v e  
years ,  or until determinat ion 
i s  made by the  I n s t i t u t i o n  
Q p l i t y  Control Board/Medical 
Records/Util ization Review - 
Committee t h a t  the record may 
be t ransfer red ;  t r a n s f e r  t o  
the  S t a t e  Records Center, hold 
25 years;  then des t roy  by 

' 

I t a t i v e  review f o r  completeness; 

shredding . \ ~ 

Inac t ive  Records .. 
When individual  d i e s  or becomes .~ 

i n e l i g i b l e  f o r  se rv ices  i n  
.. . . 

' V . - J .  5 s 2-1  . .  

.~ * Department-wide. Schedule 
Pa t i en t .  Records - Medical. Charts 



-.---- - . .  . . . ,  - . ... .. . .. . . 

r .I 
L , .  * ., a _, ..-- 

Records Retention Schedule 
, 

\ 

," ., 

GEORGIA DEPARTME" OF XOMAN RESOURCES 
DIVISION OF MENTAL HEALTH AND MENTAL RETARDATION 

Hosp i t a l a l Ins t i t u t ions  
Pa t i en t  Records - Medical Charts 

APPl. 
No. Description- 

* 76-291 . 
(cont .) 

D ispo s i t  ion 

Inact ive Records (cont.) 
Georgia, combine a l l  records,  
including the pa t i en t ' s  medi- 
c a l  records and Community Re-  
source Unit records, and 
place i n  the  inac t ive  f i le ;  
cu t  o f f  t he  inac t ive  f i l e  a t  

' t h e  end of each calendar 
year; hold i n  current  f i les 

. area  2 years;  t r a n s f e r  to  
' l oca l  holding area,  hold 5 

years ;  t r ans fe r  t o  the State 
Records Center, hold 28 years ;  
then destroy by shredding. 

(Long-term follow-up s m r y  

Review periodically.  Upon de- 
termination t h a t  record is no 
longer ac t ive  ( tha t  p a t i e n t  
has d ied  o r  is no longer e l i -  
g ib l e  f o r  services),  place 
a l l  papers i n  the  inac t ive  
f i l e .  Cut of f  inac t ive  f i l e  
a t  t h e  end of each calendar 
year;  hold i n  current  f i les 
area  10 years;  t r ans fa r  t o  

' S t a t e  Records Center, hold 
25 years;  then destroy by 
s hredd ing . 

Community Resourc 

information) 
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* Department-wide Schedule 
P a t i e n t  Records - Medical Charts 


